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Chapter 1: Introduction

This manual provides information about DoD trastgpportresourcesavailable on thddTMOwebsite(Figure 1
1).

‘DefenseTravel ot mettotm Q

Management Office TravelBot | MyTravel | DTS

PROGRAMS -~ POLICY & REGULATIONS -~ TRAVEL & TRANSPORTATION RATES ALLOWANCES -~ TRAINING - SUPPORT -

Figure 11: DTMOWebsite
TheSupportsection of the website provides:
1 Frequently Asked Questions
1 Local Level Travel Assistance
1 Recruit Travel Assistanganot addressed in this guide
1 Travel Assistance Center Travel Management Company Assistaotcaddressed in this gdé

You can searchrequently Asked Questiofts programs, regulations, systertraining,document processing
answersand muchmore (Figure 12).

ABOUT ~ PROGRAMS ~ POLICY & REGULATIONS ~ TRAVEL & TRANSPORTATION RATES ~ ALLOWANCES ~ TRAINING ~ SUPPORT

HOME > SUPPORT

Support Support

) - - - 5 -
Frequently Asked Questions Have an issue or question about official travel? You have options.

Local Level Travel Assistance @ Try Self-Service Options
Travel Assistance Center For the fastest solution:

+ Login to TraX to find answers to more than 800 frequently asked questions
Recruit Travel Assistance in our Knowledge Center.

» Search training by keyword, topic, role, or series for step-by-step instruction
Travel Management Company on commeon processes and policies.
Assistance « \Watch tutorials on YouTube.

Figure 12: Fequently Asked QuestioEreen

You carusethe listing forLocal Level Travel Assistanceeachout to Site Level or Helpde$XT Ador travel aid
with documents, system functions, and detaching profikgte: If your Component has Level Il Helpdesk (i.e.,
Armyc¢ DFAS Tier Il Helpdesk) then that informatitwouldalso appear in the local listing.

You caraccesdassport &Travel Explorer (TraXo taketravel trainingclassessearch more FAQand submit
Help tickets

Youcan contacthe Travel Assistance Center (TA®@)o are theDoDwide support for issues unresad or
unaddressed at the local lev@hey canhelp with DTS issues, Commercial Travel Programs, and Travel Policy.

Defense Travel Management Office 3 travel.dod.mil
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Chapter 2: Local Level Travel Assistance

When you need help with an issue related to official travel, you should pursue all availalbisulppart options
before seeking outside support.

2.1 Local Support Options
Local support includes:
1 Local travel expertg Ask around. In addition to the trained and knowledgeable experts (e.g., Defense
¢ NI @St | RYAYAAGNT G2 NB cS5ECLISANGIOESE  8A2ydz &Y2ldeNJ [RIFTAFS QoSAsy
peers, who have worked through the same types of issues.
1 Service or Agency help degKf your organization haslzelp desk, use their experience. Please note
that some organizations limit who may call the hdksk. Be sure to follow your local policies. If they
2yte +tft26> alrexr | 5¢! G2FTOBROHZQNRSYRGE LI REAPE R
[ 20Ff adzLJL2 NI LISNB2YYSt FFNB FlFYAfAFN gAGK @2dzNJ 2 NBI
of answers to your travel questions.

2.2 How to Find Local Support

If you are not sure how to locate your local support (e.g., a help desk or Lead DTA [LDTA]), a good place to start
is theDTMOwebsite (Figure ) usirg the direct linkhttps://www.travel.dod.mil/Support/Local evelTravet
Assistance/

‘DefenseTravel e Q

Management Office TravslBot | MyTravel | DTS

PROGRAMS -~ POLICY & REGULATIONS -~ TRAVEL & TRANSPORTATION RATES - ALLOWANCES -~ TRAINING -~ SUPPORT -

HOME > SUPPORT > LOCAL LEVEL TRAVEL ASSISTANCE

Support Local Level Travel Assistance

Local level support is usually provided by a site's Lead Defense Travel Administrator or other
personnel with in-depth knowledge of DTS and DoD travel. Their guidance is based on the
local business rules governing your organization.

Frequently Asked Questions

Local Level Travel Assistance

Turn to local level support first, before reaching out the Travel Assistance Center (TAC). IT the
local help desk cannot resolve your issue, they may elevate it to the TAC. Note that some
organizations allow only help desk personnel to contact the TAC.

Travel Assistance Center

Recruit Travel Assistance

Before reaching out to your local help desk, make sure your question hasn't already been

Travel Management Company
addressed by the Frequently Asked Questions in TraX [login required] or training resources.

Assistance
You may also try consulting your Authorizing Official or a Defense Travel Administrator for a
resolution.
Air Force Army Joint Command

Marine Corps Mavy

Figure 21: DTMO Website Support Screen

Defense Travel Management Office 4 travel.dod.mil
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1 On thelLocal Levelravel Assistancecreen(Figure 21) select youServiceor Agencyand a listing

appears belowFigure 22).

Agency Alr Force

Joint Command Marine Corps

Browse records in [all searchable columns + | that [contain

~ | | Key Words

Search
Site Name Phone
Acquisition & Sustainment 703-897-2525

Email

osd.pentagon.ousd-a-
s.mbx. travel@mail mil

Figure 22: Local Level Travel Assistarfog Components) Screen

T You can scroll through the list and advamhgeselecting\Next at the bottom of the page.

-OR

1 Furtherdefine the request by using the drop down menu and picking one of the optionsSie.,
Name Phong or Emai) and then selecBearch(Figure 23). You can also enterlgey Wordand

Search
Browse records in [all searchable columns + | that |contain v |‘ Key Words
Search all searchable columns
 Site Name
Phone
Ernail
Site Name mal rnone Email
P . osd.pentagon.ousd-a-
Acquisition & Sustainment 703-657-2525

Acquisition, Technology & Logistics

(ATAL) 703-697-2321

s.mbx travel@mail mil

Figure 23: Local Level Support (Results List and Seartin®pScreen

If your local support information is missing or incorrect, contact your LDTA to make the correction. If you are the
LDTA, use th&pdate LocaHelp DesKnformation located on the left side dfocal Level Travel Assistance

screen to submita change (Figure-2). ALocal Level SupportRequest Updatescreen opendNote: You will be
prompted to answer a question based upon a picture. Be sure reply with-avoragresponse (e.g., bus, car,

tree).

Defense Travel Management Office 5

travel.dod.mil
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Chapter 3: TraX

Expanding your travel skilty using the training resources is one of the best ways to avoid travel difficulties.

| 26 SOHSNE (GKS 06Sad NI A yRrgval probjfemsi IKySur l6calNeleRsuppdttys Qriable NS & S
NE&a2t @S &2dzNJ NI @St O 2¢/0h& Nahs rdadildsicessibledsfinding a spiytigang G K S N
Travel ExplorefTraX)is a 24 hours a day, seven days a week interactive application containing valuable tools,

travel informatbn, and training sources for the DoD travel community. This section introduces you to the
capabilities of TraX, starting with access and log on.

3.1 Accessing TraX

ThereQ Mfew ways to access TraX. You @aress the linkhrough the DTMQvebsite underHelpful Links
Passport & TraXbottom of website pagesjhe menu dropdown foiTraining Supportsectionsor using the
Searchbox,just to name a few. TraX is also accessible fronDth8Homepage underTravel Resources

On the DTMO website, Trainirg,earning/ou canlogon using thét NI - . 2 &anl(Bifre/di).n

| T &
il 55535
w8 gqaee

TraX

Figure3vY ¢KS ¢NI} - . 220LINAYyGu LO2Y

1 Forthis guide, we will log intdraX using the DTMO Passport link (Figw2) &it
https://www.defensetravel.dod.mil/neoaccess/login.phyou are presented thBoD Warningo
advance, revie the information on thdPassport Messagpage and seledDKto proceed.

Passport

J. U.S.Department of Defense Warning Statement
L ]

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only. By using this IS
(which includes any device attached to this IS}, you consent to the following conditions: The USG routinely intercepts and monitors
communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitoring, network operations
and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl) investigations. At any time, the USG may
inspect and seize data stored on this IS. Communications using, or data stored on, this IS are not private, are subject to routine
monitoring, interception, and search, and may be disclosed or used for any USG-authorized purpose. This IS includes security
measures (e.g., authentication and access controls) to protect USG interests--not for your personal benefit or privacy.
Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the
content of privileged communications, or work product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See User

Agreement for details.

Figure 32: Passport Message Page

Defense Travel Management Office 6 travel.dod.mil
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1 You must have a user account to log iR@ssport If you do not have one, selegister hereon the
Passport Logiscreen (Figure-3). If youalready have an account, then skip the next step.

Passport

Username

Login/Email Address

Password

Enter Your Password

Forgot your password?

Log in to Passport

OR

BE) continue with your CAC

| If you're new to Passport, register here. |
Login Help

Figure 33: Passport Login Screen

1 ThePassport Registratiopage opens (Figure4).

Registration Instructions

Option 1: Complete all of the following items to register for an account.
OELICIZY E Register with your CAC | Complete the remaining items below.

If your login email has changed, please login to Passport using your old email and then update your login email to your
new changed email.

Login Email *

Login Email

First Name *

First Name

Last Name *

Last Name

Employment Type *

Select Employment Type v

Work Phone * & Ext

123-456-7890 Ext

Submit Registration

Figure 34: Passport Registration Page

Defense Travel Management Office 7 travel.dod.mil
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There are two ways to register an accountiaX

M

Reqister an accounwith Login EmailEnter an email address, first and last name and remaining

mandatory fields, then sele@ubmit Registration After your account is created, you will receive an
email informing you of the status. You use the link within the email to compégistration and
establish a new password. Once you complete the actions, retuRassport enter your email address
and password, and then seldobg into PassportFigure 33).

Register with your CAGSelectRegister with your CAQJpon account crdan, you will receive an
email notifying you of the status. You will be able to log P#ssportby selectingContinue with your
CAQFigure 33).
o Fromthe Passport Logiscreen, log in with your preferred methd@gigure 33). ThePassport
Homepage opes (Figure &). You can access different applications based upon your
permissions. At a minimum, you will have accesilyoProfile, SubscriptionsandTraX

A My Profile: Access youPassporiprofile to update your registration data (e.g., work
email addres). You can change your TraX login email address to match your work
email. For the details, see Section 3.9.

A SubscriptionsDTMO Publications are announcements you indicated be sent to your
email. You may unsubscribe at any time, by sele@unlgscriptiors. When the page
opens, uncheck the notice box tdnsubscribe.

A TraX:Toolused to access training, help tickets, and trip cost estimator. For complete
details, see Sections, 3.4, 3.5, and 3.6.

Passport

Passport is the Defense Travel Management Office's single sign-on portal to permission-based
applications related to DoD commercial travel.

CIET CECN (T

DefenseTravieﬁl* Passport Home DTMO Home

Nenszoiin) Ottios Passport Feedback Logout

Figure 35: Passport Home Page

0 At the bottom of the page,qu can also accesxassport HomeDTMO HomePassport
FeedbackandLogout.

Defense Travel Management Office 8 travel.dod.mil
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3.2 TraX Home Screen

May 05, 2022

From thePassport Homgage,selectTraX(Figure 35). TheTraX Homepage opens (Figure@). You can access
the quick links directly on the page or choosedfic options from théNavigation Baywhich include:

i Training Launch training recommended specifically for you based upon your designated role(s) (see

Section 3.5).

=A =4 =4 A4 A -

- —

Trip Calculator

Quick Tools

Training
Knowledge Search

Travel Assistance

=

Passport Home

Logout

Log Out Close youfraXsession.

| TraX Home

Training

Access all of our online travel training.
‘Customize your training itinerary, track
your completed training, and print
certificates of completion.

Trip Tools

Build a trip estimate and look up location

reports that include maps, travel
advisories, U.S. Embassy contacts, weather
and more.

Knowledge SearctSearch FAQs on travel topics, access guides, and resources.

Trip Tools Open individual cost estimation functions (see Section 3.6).

Announcements Select any item to view more information in the display area.

Passport HomeReturn toPassporto access other features (Figuresg

Knowledge Search

Find answers to your travel questions by
searching our database of thousands of
FAQs, help topics, guides, and other
Fesources.

Travel Assistance
Submiit a help desk ticket directly to the

Travel Assistance Center. Plus, review your
ticket history.

~Announcements

= TAC Qutreach Call - Next Call 4/12 {Topic: Chatting with the TAC)

# Issues using Internet Explorer to Access Passport

» Fallissue of the Dispatch, the DTMO Newsletter

* DHS Announces Extension of REAL 1D Full Enforcement Deadline

* Key Points About Securing a Non-Availability Confirmation Mumber

* DTS Users Should Delete Internet Files and Cookies After a Software Release
» UPDATED 4/24/19 - Workarounds for Common DTS Issues Resulting from DTS Software Releases

= Trouble Logging into DTS? Check Your Pop-Up Blocker

DefenseTravel

mamnt OfFf

Manage

3.3 Help Tickets

A help ticket is an electronic request for assistance. When you have a-tedateld problem, and need more

Passport Home DTMO Home

Passport Feedback Logout

Figure 36: TraX Home Page

Travel AssistanceCreate newHelp Ticketsand access your submittedelp Tickets(see Section 3.3).

helpthay @2 dzNJ £t 20Kt adlF¥F OFy LINRPGARSS AlGQa GAYS (2
complete and submit a help ticket. See Section 4 for much more information about the TAGaV&le
Assistancanodule allows you to choose thereate Hgb Ticketform to submit a travel problenMy Tickets
section is to browse for your submitted tickets.
3.3.1 Create Help Ticket

Defense Travel Management Office 9 travel.dod.mil
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When you submit a new ticket to the TAC, it is important to provide as many details as possililecdtecHelp
Ticketform (Figire 3-7) gives you the ability to record the details. Only the items marked with a red asterisk are
mandatory, but you should fill in as many fields as possible. If you do not provide enough information, the TAC
analyst will need to contact you to obtaihe information, which slows down the process.

. Create Help Ticket

TraX Home Submit a Ticket to the Travel Assistance Center (TAC)

Knowledge Search Our dedicated staff will respond within 48 hours.

Tips:
I Create Help Ticket Include as many details as possible

My Tickets Title *

Description (DO NOT ENTER ANY PERSONALLY IDENTIFIABLE INFORMATION (PIl) IN YOUR DESCRIPTION) *
Passport Home ption { e )

DTMO Home

Logout

Attach Documents

Choose File | No file chosen

Subject (Selecting Subject will allow additional fields to display) *

Select a Subject -

Submit

Figure 37: Create Help Ticket Form
Avalilable fields on the form, from top to bottom include:

1 Tips Information only (not editable)
i Title: Enter a short summary of the issue. Highlight significant details.
0 Gaod: DTS document EWMIAMIFL102120 AO01 stuck at CTO SUBMIT
o Poor: Traveler has a problem
1 Description:Give a detailed account of what happened, how you tried to solve it, and the results.
0 bSOSNI AyOf dzRS GKS GNI @St SNDa& iokwH réguldtich©O A I
mandating protection of Personally Identifiable Information (PII).

(V)
O

o When entering data into the form carefully type or copy/paste the information from DTS into
the ticket to avoid entry mistakes.

1 Attach DocumentsAttach screen captures error messages when possible to help the TAC analyst
solve your problem quickly. When you capture a screen image, include the entire DTS screen. Zooming
in on a smaller area may make it hard for the TAC analyst to figure out exactly which DTS screen to
review.

Note: You may only attaclpdf documentdo help ticket TraX does not permit other file formats. You
will receive an error message if you try to upload an invalid file format. The file will not attach to the
ticket. If you receive an error, removiee invalid formatted file and upload.adf version.

Defense Travel Management Office 10 travel.dod.mil
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1 Subject:Use the dropdown menu to slect the category that best describes ttopic. You may have to
drill down to a sukcategory or two to get the best fit. Once you make your selection and choBse
then additional fields display for entrilote: The TAC uses tt&ubjectto route your ticket to the
correct analyst for resolution.

BetweenSubjectand Submitcan displaypoth mandatory andptional fields. Not all optional fields
pertain to every problen. Depending upon what item you choose undrbjectdrives the available
fields. For example, if you sele&tthorizationand thenCreating Ordersyou will see fields for
Traveler Last NameTravelerFirstName TravelerSSN_ast4, Reservist{(Yes or Ng)TravelDate,
DocumentType DocumentName andTANUM Whereasif you selectAuthorizationand Reservation
then you see the above mentioned fields along ViRtKR GDS andPCCThePassenger Name Record
(PNR]Js what identifies your request to the Trawdhnagement Company (TMC) aisdn the
document under thdReservationsection. Theslobal Distribution SysteniGDS) an#®seudoCity

Code(PCCyvhich is used to send reservations to the TMC are avaitabkelecingthe €@ icon next to
0KS (NI @ iths Na@aumesht ovtBe DTA can view the data within BiBA Maintenance
Tool, Organizationtable.

1 Submit: This button is the last action on the form. Selecting it, does not immediately create a ticket.
LyadSFERZ I aidA0O1 Sl -9 m@ideR fregurflyéaskad®destitng (FAQRAranzNeS
Knowledge Cente(see Section 3.4) that may provide an immediate resolution to the problem.

Finish submitting your question

|_" Your question hasn't been submitied yet.

Document Status: AUDIT FAIL
Training: DTMO Distance Leaming
What authority requires me to split disburse my travel paymenis and where is it stated?

[ ———Y . csicn

Figure 38: TraX Provides FAQs to Provide Immediate Resolution

1 Review the FAQdf one of them provides a sdlan, selectMy Question is Answeretb navigate away
from this screen, or close your browser to exit the ticket creation process. Otherwise, Biglistt
Submitting Ticketo directyour ticket to the TAC for resolution.

3.3.2 My Tickets

When the screempens a listing of your submitted tickets appear. If you have several tickets, you need to scroll
to the bottom of the page to advance the listing or at the top of the screen use a search tool and filter to locate
a particular ticket (Figure-9).

Each tiket contains a ticket number, status, title, and if applicable, a travel authorization number (TANUM) and
close date. Select thatle hyperlink to open the record and review updates or comments added by the TAC
analyst.

Defense Travel Management Office 11 travel.dod.mil
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My Tickets

TraX Home Search your Support His}

Siatus Filter | Any ~
Knowledge Search Status Type| Any -

Create Help Ticket Search By | Keywords »

Search
I My Tickets Results 1- 15 of 2083
Subject Subject Traveler Traveler
Passport Home Ticket Date Level Level Last First Document
#3 TANUM =  Status +  Closed ¢ Tille % 1% 2% Name % Name % PNR ¢ Name =
DTMO Home 20110 Wrong Title in Budg  DoD Trav
4-0002 Closed 11116/2020 gt Total Obligation elPasspo  Training Butler Melissa
85 Report - EWTS t
Logout -

Figure 39: My Tickets Screen

3.4 Knowledge Center

TheKnowledge Centeis the repository of travel related sources contained in hundredsrefluently Asked
Questions(FAQs). Many of those FAQs contain hyperlinks, which provide access to a multitudelafsesdb
materials and trainingesources. You acceksnowledge Searcfrom the TraX Homegage orNavigation Bar
(Figure 36). A listing of resources automatically appears for viewing (Figf® Based on new and recently
updated materials and items most often viewed.

3.4.1 Knowledge Search

There are multiple opportunities to locate travel resources inkimewledge CenterOn theKnowledge Search
page, you can enter a single word or multiple words inKleg Wordfield (Figure 3L0, Indicator 1).

To use the search feature:
1 Enter keywords in the text field.
1 Select theSearchbutton or pressEnteron your PC.

1 The database returns published questions and answéote: You carsearch by itdD number to.

Knowledge Search

TraX Home Advanced Search

Search...

I Knowledge Search
Search

Create Help Ticket Published Answers

Results 1- 10 of 765

My Tickets Documentation: CTWs & Instructions

You can find the CTWs on the Other Auths and Pre Audits screen (select Other Auths and Pre-Audits on the
Progress Bar ). The CTW home page contains links to the CTW for authorizations and the. .

Passport Home

Documentation: DTA Manual, All Chapters and Appendices
DTMO Home The DTA Manual and its Appendices comprise a comprehensive guide for DTAs responsible for maintaining
DTS for their organization. If you don't want to download the entire manual, you can download. ..

Figure 310: Knowledge Search Screen

Defense Travel Management Office 12 travel.dod.mil
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If you choose thédvanced Searclink, the Advanced Searctvindow opens providing th€&ilter by product
(Figure 311, Indicator 1), anéFilter by categoryFigure 311, Indicator 2) options.

9 Filter by productprovides 13 specific topics to narrow the search criteria (e.g., document types, DTA
admin, and login).

1 Filter by categoryoffers 8 specialized topics to narrow the search criteria (e.g., DTS training resources,
GTCC, and Rental Car).

Filter by product

Selecta
product =

Filter by category

Select a ~~

category -+

Sort by Diefault o
L4

Direction

Ascanding

Figure 311: Advanced Search Option Screen
1 Choose the query method, then seléxarchand the resul$ display.

1 Select the hyperlink to open the relevant entry. The item displays a topic or questi¢tib pamber,
published date, revised dai@f applicable)and a detailed response (Figurd 3).

Knowledge Search

TraX Home

Required Receipts
Answer ID 475 Published 0671172008 10:46 AM Updated 12/29/2021 10:21 AM

I Knowledge Search

Create Help Ticket
P What receipts are required for travel reimbursements?

My Tickets

Receipts are required for all lodging expenses, regardless of amount, and for all individual
expenditures of $75 or more. This includes but is not limited to any lodging, rental cars, and
transportation expenses reserved through the Defense Travel System (DTS), even when paid using
DTMO Home the traveler's Government Travel Charge Card (GTCC). For travel using DTS, these receipts must be
electronically attached to the traveler's DTS voucher.

Passport Home

Logout

For additional information see the Joint Travel Regulations (JTR)

Figure 312: Entry Details Screen

3.4.1.1 Knowledge Search Additional Sources

If you review a FAQ and the response does not answer your question you can view the additional links at the
bottom of the entry (Figure-33).

Defense Travel Management Office 13 travel.dod.mil
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Was this answer helpful?
Yes No

Answers others found helpful

« © Missing Receipt

. Q DTS Voucher: Reguired Receipis
« ¥ Valid receipts

- © Vaiid receipts in DTS

. Q Save or retain all receipts
Previously viewed answers

. Q DTS: Attach Supporing Documents

. Q Expenses in DTS

| L) Notify Me & Print

Figure 313: View Resources Links

You can examine the answers viewed by other custonveinich may be helpful. If you want to revisit the FAQ
that you previously read, look und@reviously viewed answers

If you find a specific FAQ is beneficial and you want to know if the item undergoes changes, sé\etifyhe
Me. You will receive anreail when the FAQ is updated in tK@mowledge CentefFigure 313).

3.5 Training Module

From theTraX Homepage, you can access thieainingmodule directly from the page or from tHgavigation
Bar (Figure 314). When you seledfraining the Available Traning screen opens (Figure1®). By default, the
Recommendedlasses display based upon your selectioridyrRoles.

Figure 314: TraX Home Page

If this is the first time in th@rainingModule, start withMy Rolesand verify settings before searchifay
classes.
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